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--7This mant.a1 describes the Grade History System developed by the 4ta
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DEV-WPMENT

\. General Description

The Sti'dent Grades System provides the college and the student with
lc-namt,c repor.s relating to the students academic progress at Montgo-
mery Colge.

Thrbuh he use of modern data collection and storage devices,.jhe
s\stern ac:cuMulateF data pertaining to courses taken by the student
both at,ontgomery College and any other college. Additional course
data is entered concerning those courses that have been -waived /sub-
stituted or exempted. Data relating to graduation or complete withdrawal
dates is.also entered. The result is a complete Student Grade History
File.

At the end of each semester, or when speci,fically requested, grade his-
tory reports are printed for the college, the student and his advisor.
Ea-ch report'shaWs at a glance the history of the students course work.

These reports will significantly aid advisors and students in the pre-
paration of semester schedules and the efficient completion of course
work in the studentS selected curriculum.

B. Background

The Student Grade SysteM is not a new system, but an improvement/on the
old one. The old Student Grade System involved the punching of
"Grade" cards for each_student enrolled in each section of each credit ".)

course Offered by the college at the end of the semester. After the
student was graded, the cards were repunched,.sOrted., and merged-with
cumulative grade records containing grade and quality point averages
from previous semesters. New averages were computed and listed with

tine current semesters courses on gumMed labels and data mailers. The
mailers Were sent to the students and the labels were attached to the
student's Permanent Record Card. With an %nrollment rapidly approaching
10,000 students per semester, we felt that a more efficient and sophisti-
cated method of grade collection and reporting was necessary..

The conversion to new Student Grade System began in the fall of 1971.
The project'was divided into three areas:

Creation mid Maintenance of the Grade History File
Final Grade Reporting
Graduation Checkout

The first area of the new sys,tem project involved merging together all
of the semester final grade tapes from Fall, 1968 through Fall, 1971.
While the courses were being merged on the students identification
number (social security number), the courses were also being checked
for validity (was this course actually offered,at.this time). The
course check involved building a rand6M access disk file for all
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courses offered at the college since 1947. After the files were merged,
all o'f the records,for the Spring, 1972 active students were extracted

;, and printed,. Each active student's record was compared with his Per-
manent RecOrd Card by the Records Office staff. On.ly active students
were verified in order to cut down on the work load on the Records
Office staff. If necessary, corrections were made and courses taken,
prior to Fall, 1968 were entered. Our goal was to validate all active
students enrolled in the Spring; 1972 semester at least one month
before the end of the semester, and it was accomplished. Each semester
from then on, all active student records excluding the students whose
record; had been verified previously will be printed and sent to the
Records Offices for verification., Over the years, the number of unveri-
fiedireturning students will be, reduced to zero.

The second area of the project wao develop a new grade reporting
technique. The major problem area in the old system was Permanent Record
Card maintenance. If a change had to be made to the card, it usually .

involVed inking over the old course or grade and hand typing the cor-
rection. ,A correction involving two or more lines usually meant re-
typing a new Permanent Record Caid. By maintaining all of'the students
Permanent Record Data in a computerized file, changes made to any specific
student record would autmatically generate a new Permanent Record Card,
with re-computed grade and quality point averagep. The prpgramming was
done while the data was being converted and was completed at approximately
the same time. The new system was in operation for the Spring; 1972
semester.

The third area of the new system was a coMpletely 'new area of interest.
Having decided to maintain all of the course data for all active students
in a magnetic tape file, we felt that an automated graduation checklist
procedure (matching the students completed and in-progress courses against
those courses required in his curriculum) would save the student and the
college considerable time in advising and checkout functions. This
area required the creation of a Curriculum Requirements File. The
Graduation Cheikeht area was operational for the Fall, 1972 semester.

,C Objectives and Responsibilities

The objective of this system is to help the campus records office main-
tain accurate and complete student,records. By doing this, the students
will receive accurate grade reports and constructive Advising. In ful-
filling the above mentioned objective, the computer system plays only a
small part. The bulk of the work will still be. controlled by the campus
records offices, through accurate data entry and use of system contr91s.

Accuracy is a direct resultof the amount of time,effort and interest
that all parties are willing to put into the system. Every effort will
be nude by Data Systems to assist each records office staff in producing
accurate information. The cooperation of each individual is essential
in theearea of legible and correct input documents.

2



,k detailed explanation of the system controls for this system can be

found in. the Operating Instructions section. It 'should be noted here,

however, that it is the campus records office involved who retains
final control and acdountability for the proper operatio4 of the

system. DatSystems should only be viewed as an assistant in the
operation of the system, responsible for prompt and accurate processing

of its specific functions.

It Is important that any undocumented errors bd brought to the attention

of Data Systems immediately. Due to the speed with which data'is proces-
sed through the system, a small error can be compounded into a large one

in a very short time. In the final analysis, data accuracy and rigid

data control'will result in accurate and complete student record files.

e
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D. System Design

1. General Flowchart Symbols Used in Flowchart

;)

Beginning or terminal disposition of

I
,

Reports, Data! Etc.

Report or input form

Some decision is to be made

Manual process

Computer process

Punched card

Computer tape

Computer disk

Connector

CA
w.
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a. Final Grade Processing
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b. Grade History Processing
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c. Graduation Checkout.
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2. Data Elements 'for the. Grade History File.

The Grade History File contains complete records for all students

that have been active atMontgomery College since Spring, 1972.

The fill contains partial records for those students that have

attended Montgomery College since Fall, 1968,

The Grade History File is a variable length tape tile. Relatively

static data such as Student Name, Social Security Number and

Academic Status is maintained in the fixed length portion of the

record. Data pertaining to Advanced Standings, Courses Attempted

and Completed, Waivers and Substitutions, Exemptions, Complete

Withdrawals, Graduates.and Special Notes is maintained 'as trailer

records in the Variple length portion of the record.

Field Title Length Field Description

I. D. Number 10 Social Security Number. This

is the key field. It is taken

from the, Application tape when
a new record is created. A

transaction for a record not on
the Grade History File will
create a Grade History record
if a matching I.D. Number is
found on the Application Tape.
It can not be changed. It can

only be deleted, When deleted,

the complete record is removed
from the file. A notation is
generated on a control report

for each deletion.

Student Name . 21 This field is also taken from
the Application tape when a

record is created. It can not

be changed, or deleted. It is

used for control purposes only.
When generating reports, the
Name field in the Application
Tape is copied and used.

4

Campus 1 This field is also taken from
the Application tape when a,
record is created. It can not

be changed or deleted. It is

used for control purposes only.
When generating reportsl, e

Campus field in the Appi cation
tape is copied and used.

-7 r
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Birth Date 6 This field is also taken.from
the Application tape when a
record is created. It can not.
be changed or deleted. It is

used for control purposes only.
When generating report, the
Birth Date field in the Applica-
tion tape is copied and useil.

Date Processed 6 This is a computer generated

field. It may be used as a
control to extract specific
records for printing.

kSecond Recd

Current Quality Point
Average

Current Hours
Attempted

3

This is 'a computer generated
'field. It is set when more
than 60 trailer iecords, exist
for a given 3tudent\

This is a computer generated
field. It is re-computed when
any type of transaction is

(
processed.

This is a computer generated
field. It is re-computed when
any type of transaction is
processed:

Current Hours 3 This is a computer generated
Earned field. It is re-computed when

any type of transaction is
processed.

Current Quality
Points

This is a computer generated
field. It is re-computed when
any type of transaction is
processed.

Cumulative Quality
Point Average 3 This is a computer generated

field. It is re-computed when
any type of transaction is
processed.

-Cumulative Hours 3 This is a comkuter generated
Attempted field. It is re- computed when

any type of trap, action is

processed.



Cumulative Hours 3

Earned
This is a computer generated field.
It is re-computed when any type of
transaction is processed.

0.

\ Cumulative Quality 3 ' This is a computer generated field.
Points It is re-computed when any type of

transaction is processed.

NOTE: The above mentioned current and cumulative fieldb represent the
status of the students records as of the end of-the last semester
attended. The normal update run is at the end of each semester
when final grades are recorded. If supplemental grade runs ale
made, the above mentioned fields are updated accordingly.

When a graduation record (certificate or A.A.) is processed, all
of the current and cumulative fields are set to zero. This is
done to insure action on the part of the Records Office to insure
against a student receiving more than one degree without attending
the required courses in the new curriculum.

Academic'Status 1 This is a computer generated field.
It is re-computed when any type of trans-
action is processed. The codes and des-

/ criptions are as follows:
0 = Clear
1 = Honors-Dean's List
2 = Probation Removed
3 = Missing Grade

t
4 = Academic Probation
5 = Suspension
6 = Incomplete Grade
7 = Academic Restriction

NOTE: If a missing or incomplete grade is found, the Academic Status
will be set, and current and cumulative figures will be set to
spaces..

Last Year/Semester
Attended 3 This is a computer generated field.

It is re-computh when any type of
transaction is processed. It reflects
the year and semester of the last signi-
ficant transaction (advanced standing,
course record, withdrawal, graduation).

4
Verified Record 1 This is a computer generadbd field. It

will contain a "V" or a blank. If this

field contains a "V", it signifies that
one or more transactions has been proces-
sed against this record and or that the
student re-enrolled since spring, 72, and
the record has been verified. If It is

lea blank, it signifies that no transactions
4

12



Cumulative Hours
Earned Not Including

.i.sing/Incomplete
Grades

3 This is a computer generated field.'

It is re-computed when any type of
transaction is processed. It contatns
the total number of hours earned by
the student not including courses with
missing or incomplete grades: This field
is used as a registrati3n priority for
early regiAration process.

Number-of Trailers 2 This is a computer generated field. It

contains the number of trailer records
associated with the record. The maximum
number of trailer records will be 60.

NOTE: Trailer records are placed in each record using the following sequence:
CourseYear
Course Semester
Catalog Number.

TRANSFE'A COLLEGE TRAILER

Record code is "0".

From 00 to 09. Unique for each transfer
college. Maximum of.9 colleges.

Record Code

Course Year

1

2

Course Semester 1 Zero

Years Attended From
and To

8 Starting and ending years attended trans-
fer college.

College Name 24 College Name

MCHE College Code 2 Numeric code for Maryland Collegls.

TRANSFER COURSE TRAILER

Record Code : 1 Record code is "1".

Ix Course Year 2 Same as code "0" course year

Semester Year ,.1 , Same as code "0" course year

Catalog Number 6

. -

Montgomery College catalog number of
the accepted transfer course.

Course Title 24 This is a computer generated field.
It is the Montgomery College course title
taken from the Master Course Disk File.

Semester Hours 2 Number of hours accepted for this course.

13
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Transfer Grade 2

C.L.E.P. Indicator 1

NORMAL COURSE TRAILER

Record Code 1

Course Year 2

Course Semester 1

Campus /I 1

Catalog Number 6

Course Title 24

Semester Hours 2

Grade 2

Repeated Course Code 1

Credit By Exam 1

WAIVER/SUBSTITUTION TRAILER

Record Code 1

Course Year 2

Course Semester 1

Transfer grade accepted for. this course.
This field may be blank if the college
is accepting a group of courses and
calling them electives.

College Level Examination Program Course.
A "%, " will indicate a C:L.E.P. course
that has been accepted by Montgomery,College.,

Record code is "2".

Year course was taken.

Semester course was taken.
0 = Summer
4 = Fall
5 = Spring

Campus on which course was taken.

Montgomery College catalog number.

This is a computer generated field.'
It is the Montgomery College course title
taken from the Master Course Disk File
according to the course catalog number.

This is a computer generated field. It

is taken from the Master Course Disk file.

The grade given for the course.

Some colitses may not be repeated if the
grade in the first course was "C", "B",
or "A". The computer generated code is as
follows:

# = included in Q.P.A.
* = not included in Q.P.A.

If an examination is given for a course,
a non-computable grade of "P" (pass) may
be given. It will be noted as follows:

= included in Q.P.A.
+ = not included in Q.P.A.

Record code is "3"

User designated year

User designated semester

14



1,, IL ved Catalog

Wa ved Semester
:lours

Sul) titated

Catalog Number

Substituted Semester

6

2

6

2

Catalog Number of course waived from
curriculum requirement.

Hours for course waived from curriculum'
requirement.

Catalog Number 'of course substituted in
curriculum.

Hours for course substituted in cur-
Hours riculum.

KEMPTI'ON TRAILER

Record Code 1 Record COde is "4".

Course Year 2 User designated year.

Course Semester 1 User designated semester.

Catalog Number 6 Catalog Number of exempted course.

Course Title 24 This is a computer generated field.
It is taken from the Master Course
Disk File according to the catalog
number.

Semester Hours 2 This is a computer generated field,
unless the course is an elective. The
hours are then accepted from the trans-
action.

7ARIASLE MESSAGE TRAILER

Record Code 1 Record Code is "5".

Course Year 2 User designated year.

Course Semester 1 User designated semester.

Catalog Number 6 ZZ9999.

Variable Message 24 Message may.contain up to 24 characters.

GRADUATION TRAILER

Record Code 1 ikecord Code is "6".

Course Year 2 User designated year

Course Semester 1 User designated semester

15
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Catalog Number

Graduation Date

6 339999.

6 Month, day and year of graduation.
Entered by user.

Honors Code 1 This is a computer generated_lield.
It will be blank or "H". If the
cumulative quality point average is
'3.40 or greater, an "H" will be generated.

Cumulative Quality Point 3 This is a computer generated field.

Average It is re-computed when a Graduation
trailer is processed. The contents of
the fixed field Cumulative Quality Point
Average are moved into this field and
the sending field" is blanked' out.

Courses following the 3raduation trailer
will generate anew Cumulative Quality
Point Average.

Cumulative Hours 3 Same as Cumulative Quality Point Average

Attempted Field.

Cumulative Hours 3 Same as Cumulative Quality Point Average

Earned Field.

Cumulative Quality 3

Points Field.

Degree Code 1 User designated field. The degree codes
are as follows:

A = Associate of Arts
C = Crtificate:

Certificate Title, 4 User designated field. The certificate
codes are as follows:

CHIL = Child Care
COMP = Computer Operator`
CORR = Corrections
DENT = Dental Assisting
FIRE = Fire Science 4

INST = Instructional Aide
MEDI = Medical Assistant
SECR = Secretarial

Same as Cumulative Quality Point Average

Degree Curriculum 2 User designated field. Represents'the
curriculum number for the curriculum in
which the degree was earned.

WITHDRAWAL TRAILER

Record Code 1 Record code is

16



CJurse'Year 2 User designated year.

Course'Semescer 1 User designated semester.

CaLalog Number 6 339999.

Withdrawal Date 6 Month, Day and Year of withdrawal.
Entered by user.

Withdrawal Code 1

3. Data Elemehts for the Curriculum File.

User designated field. The codes are
as follows:

A = Academic
V = Voluntary

The Curriculum File contains the specific course requirements for each
curriculum offered by Montgomery College for the current academic year.
Ln the future, this file wtLl contain the curriculum requirements for a
five year period.

..he Curriculum File is a fixed length Index Sequential Disk file.

Field Title Length Field Description

Delete Code 1 0 = active, 9 = deleted\

Curriculum Code 2 A two digit code identifying the
curriculum. These codes are com-
patable with the Admissions file .
curriculum coed's.

Update Code .2 The code number 00 designates the
most current curriculum.

Sequence Number 3 This is a computer generated field.
It is an assending number starting
at zero. Zero represents a header
record that contain the total number
of hours required in the curriculum.

Curriculum Catalog 6 The Montgomery ,College catalog number
Number of the course required in the curriculum.

First Old Catalog 6 This is a computer generated field. The
'Number catalog number is validated against the

.Master Course Disk file. At that point
a search is made checking for courses
that the current course has replaced.
If old courses are found, tiley-are
placed in the First Old Catalog Number
and.the Second Old Catalog Number.

17
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Second 9,Id Catalog 6 See the First Old Catalog Number Field
Number description A

'Semester Hours 2 This is a computer generated field. It
is taken from the Master Course Disk
file.

Logical Code 1 This code describes the relationibip
between this record and the following
record. Af the code is blank, no relation-
ship exists. If the code is "A" both
this course and the next course are
required. If the code is "0", either
this course or the next course and
required.

Program Completion
Index (P.C.I.) Code

Semester Sequence 1

Code describing a career program course
within a career curriculum for Institu-
tional Research classification. Blank
or "X".

The Curriculum File records are copied
from the catalog in semester sequence.
This code represents the semester (A =
first, B = second, C = third, D =
fourth) . 4

Courie Sequence 2 This number represents the sequence of
the course within a semester.

41
Curriculum Started 3 The first two digits are thf year and

the last digit is the semester.

Curriculum Ended \ 3 The first two digits.are the yeavand
the last digit is the semester.

4

Total Hours 3 This field represents the total required
hours in the curriculum. It is only.
used when the Sequence Number field
is equal to zero.

18
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Data Elements for the Master Course File.

The Master Course File contains complete. records for all courses
that have been offered at Montgomery College since Fall, 1947.

Field Title Length

Delete Code

Cataldg Number 6

Field Description

,0 = active, 9 = deleted

The current 'Montgomery College
catalog number.

Update Code 2 This is a computer generated
field. A code designating the
most current Catalog Number.
00 represents the most current,
01 next current, etc.

Course :Title

Department Number

24 The current Montgomery College catalog
course title.

8 This field contains four 2
digit fields. Each field repre-
sents a campus. The contents
of that field represent the
department on that campus that
offeres the course.

Semester Hours 3 The' number of credit hours
given for this course. This

field has one decimal place to
to allow for 1/2 credit courses.

State Load Hours 3 The number of load hours for this

Available From

Availableoto

. .

Last Offered

course as reported to the State.
This field has one decimal place
to allow for 1/2 credit courses.

3 The year and semester when the
course was first offered.

3

19

The year and semester when the
course was last offered. Current
courses have the code of "995".

The year and semester when the
course was actually last offered.
The Available To field usually
extends to the end of the academic
year (Spring).
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Old Catalog Number 6 This field points to the course that
this course replaced. rt will pe blank
if no course has been replaced.

New Catalog Number - 6 This field points to the course that
replaced this course: If no new course,

is offered, this field will be blank.

Occupation Code 1 Code describing tye of course for
Institutional Rese4rch classification.
Blank = transfer, = career

H.E.G.I.S. Code 4 Code describing tylci of course for State
Board' for community 'colleges.

Course Type 1 Code describing the method used to present
the course.

0 = Normal course/grade
1 = Discussion/grade
2 = Lecture/grade
3-= Discpssion & Lecture/grade
4 = Lecture & Lab/grade
5 = Lecture/no grade
6 = Lab/no grade
7 = Discussion/no grade
8 = Discussion & Le tute/no grade

1

The code is carried, n the record. The

record contain nine separate.data areas.
Each area contains the following data
for its type:

Contact Hours
Equivalent Hours
Credit Division Hours

One or more areas may be used for any
given course.

3 Thj.s is a three digit field that occurs
'ten times. It has one decimal place to
allow for 1/2 hour periods. It is pri-
marily used for Faculty Load purposes.
It. is the sum of the credit division
hours and contact hours 'divided by 2.

Contact Hours

-NO

.Credit Division 3

20

This is a three digit field that occurs
ten times. It has one decimal place

to allow for 1/2 hour periods. This is

used for lab and discussion type courses
which have no credit hours for the
student record. This is also established
for faculty load and pnft cost analysis
'proposals.

ti
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Every course will have a type "Oh entry fothe4tota1 number of Contact,
Equivalent and Credit Division Hours (EN101 03.0 03.0 03.'0): The total
of all other combinations used must equal tile 'type "0"figures:

f

off

4

N

BI101

J

0 06.0 05.0 04.0
2 02.0 01.5 01.0

6 '04.0 13.5 03.0

v

21
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E Reports

ring each semester, reports will be generated that show the changes
-1,dt have been made to students records and the results of those
ch4Otes.

These reports are as follows:

Permanent Record Card
r;rade Mailers

Advisor Report
Official Final Grades
Graduation Checkout

1. Permanent Record Card SG011

There is a one (1) part report that is printed whenever a change is
made to the students record. The change may bean Advanced Standing,
Crade Change or Correction, Complete Withdrawal, Graduate Notation,
Special Notation, Supplemental Grade or Final Grade.

The report is printed in student name alphabetical sequence by
campus. It is then bursted and sentto the reporting campus
records office.

When the campus Records Office receives the report, each Permanent
Record Card must be checked against the files for an existing
Permanent Record Card. If no matching card is found, notify the
campus at which the student last attended and request a transfer
of records. If a matching card is found, scan and compare both
cards for errors. If none are found, insert the new card into the
file and destroy the old card. If an error is found, research and
correct the error and submit the corrections for processing.
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Grade Mailers - SG011

This is a two (2) part report which is generated usually for Final
and Supplemental Grades only. Generation at other times is up to
the discretion of each campus records office.

The report is printed in student name alphabeti'al sequence by
campus. Students who are deliquent for one reason or another are
printed in a separate group following the main group by Campus.
.".fter the carbons are removed, the report is bursted and sent out
to the rePbrting camp:Is records office.

The first copy of this report is used as a worksheet by the Records
Office. It is placed in the students folder along with other bersonal
data. The second copy of this report is mailed to the student in the
form of a mailer. The grade Mailers have the return address of the
reporting campus, which directs undeliverable Grade Mailers back to
:he correct campus.
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3. 4c.;isDr ReDorc - SC010

This is a cne l) Dart report and is usually printed for Final and
SDlemental Grades only. Generation at other times is up to the

Df each cam.D.:s records office.

The report is Dri.n7.ed tude. name alphabetical sequence by
depart ent campus. it is then sent to the reporting

rez:rd.,
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li

r--
4 al Final -rades SS156

rnis ,.: . -t%: eq ence report that is only printed when processing
Final rlaes. , first sequence uses a :wo 2) part form and the
second sequence ,s,s a one (1) part fors'.

--e f r:i sequence is printed 17 st_de t name alphabetical sequence
cara...,.: co_rse) num.iier by campus. The report is bursted and

-ot , copies are sent to the instructor. If the grades are correct,
-e sirs -..-e, oriai-al rd returns it to tine records office, keeping

carbo coo: or hfs own records. If the grades are not correct,
'-e makes the ccrrections, sians the original and returns it to the
records office and keeps the carbon copy for his min record.

The seco-d s27.:_e-ce ls printed in student name alphabetical sequence
-r:cr ,:- name alphabetical seaence by campiis. The report is

rs:ci a-" se-- r3 t'-e records office This cop is _sed first of
_ as a c- trol cop' for receiving the instructors signed copies

DI' ic rate report. :f ar instructor does not rer.rn his set of
--e rade rep.)1_, t:-.e co-rrol copy is placed in the grade book
__.ti_ a ,i',.plicate official set can be rerun and sibned. The 1

second seq-er.ce cop: is alsb used for supplemental grade processing.
rade cr.anges are made to both the official and control grade

reports. -_-he control copies with changes are selected and sent to
Da_ta Systems for processing at the end of each supplemental grade
period. Sy .sing the control copies, the official reports remains
,n t.:e records office, eliminating the possibility of damage or
loss in transit.
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MONTGOMERY COLLEGE
OFFICIAL FINAL GRADES

COURSE NUMBER SECT.
SEM.
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5 Graduation Checkout - SG012

This is a,one (1) part report and is usually printed for Graduation
Checkout only. Generation at other times is up to the discretion
of each campus records office.

This report combines data from the Current Semester Section Pile
and the Grade HistorAFile, Students are selected for this report
if the combined total of Cumulative Earned Hoers, Advanced Standing
l'ours and Current Load,Hours equal or exceed 60. The report is
printed on student name alphabetical sequence by campus. It is
sent directly to the rev orting campug records office.

30

I



, 3., 

.TE 

iCiuS 
c 

L LiOid 
IvA d 

ZOZSH 
aOZN3 c 

631=J1S117S ,A7H 

J 

c?' 

7. 

S '.1 

L 

ti 

ti 

C. 

"7 

C. 

L 1 S' 1-L .]%11 :2).21:1 
e..11tJh .MILviS 2,;IF.VA 

0() +.era iA 1 1 V1( 

A r'',7 ;_-w ilj - 
I 

:!')%id 474/1i../ LO 

- 

/ L . 
c 

Lt7c: C 



II OPERATING 1:STRUCTIONS

A. Input Forms, Controls and File Maintenance

The.editing criteria listed with each item will be checked by the
computer or the Data Systems control clerk. Whenever possible, error
corrections will be made over the telephone between the Data Systems
control clerk\and the Records Office personnel.

When students are given credit for courses taken at another
edueati_,nal institution, the course that was taken and the
!!ontgomery College equivalent are to be entered on the Evalua-
tion of Transfer Courses Form. This is a three copy form and
the distribution of the form after completion is as follows:

White Copy Student
Yellow Copy Data Systems
Pink Copy Student Folder

The items on the form to be completed by the Records Office are
described in the following paragraphs:

a. T.D. Number: Student's Social Security Number. The Compueer
Programs will verify this number against the Application Tape
Record and if the Student I.D. Number does not appear on the
Application Tape, this transaction will be rejected to be
processed.

b. Name: Student's name, used for identification and reference
. purposes. On the Grade History File, the name is picked up

from the Application Tape. t the student changes his name,
only one name change is required to reflect the change on all
reports.

c. M.C. Curriculum: T4e student's major, used for reference pur-
poses. Data Systems does not use this data.

d. Transfer College Information:

1. Type:, Always use '1' on this form.

2. College Code: This is used to indicate the number of the
transferred college when a student has attended more than
one college prior to MC. Enter '0' if this is the student's
first transferred college, 'I' if it is the second transferred
college and so on. Look up the Permanent Record Card or
Student Folder if you do not recoWiewhat number you should
fill in here. On the Permanent Record' Card, theform number.
is printed besides the College name and you should always
use the next consecutive number here if there is already some
transferred College filed before.

ti
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3. Attended: The year attended from-and to at the transfer
college should be entered here. If less than one year is
attended or hav&multiple year attended, fill the year
under 'to' item and leave 'from' lilank.

+. Credits Accepted From: Enter transfer(ed) college name,
note a maximum of thirty characters are allowed for the

_name, Abbreviate the name to characters when the college
name exceeds the maximum.

5. Code: A '0' is prekinte4 for Data Systemsluse only.

e. Course Information

1. Course Number: Enter transfer college course number. This
is used for reference purposes only.

2. Course Title: Enter transfer college course title. This
is used for reference purposes only_

3. Semester Hours: Enter transfer college course semester hours.
This is used for refereNe purpose only.

4. Grade: Enter transfer cpllege,course grade. Only A, B,
C or P grade will be acipted by the program. However, this
is not the required item ofchta. Leave:it blank whenever
necessary.

5. Type: Always fill in '1'.

6. Catalog Number: The accepted equivalent MC Course Number.
The computer program will verify the course number against
the'Master Course File to insure the correct course number.

7. Semester Hours: If the transfer college course semester hours
is equal to or greater than the MC Course Semester Hours
(the latest catalog), enter MC Course Semester Hours. When
transfer college course semester hours. is less than MC Semester.
Hours enter transfer college course semester hours. It is

at e discretion of the Records Office when the transfer
cour e semester hours is greater than MC Semester Hours to accept
the difference as an elective course (use proper electives
abbreviation as an addition line with the differences as
semester hours) or to ignore the differences of the hours.
The computer program is verifying the semester hours here
against the course master record and only accepts this trans-
action if the hours is less than or equal to a code '1' is

preprinted for Data Systems use.

f. After completion of all above information, add up the total
semeste hoursaccepted by MC and enter this on the line 'Total
Semester Hours' under Semester Hours Column. This is used for
control purpose to verify all the proper courses and semester



hours are processed. When'this total hours does not agree with
the total of the Course semester hours, the computer program will
reject all transactions on this form.

g. Enter late, Campus and sign by.Registrar or his designated person.

h. Special Notes:

I. Catalog Description Catalog Description

"".
AC ELE Accounting HU ELE Humanities
AR ELE Art LG ELE Language
BI ELE Biology LI ELE Literature
CH ELE Chemistry MA ELE Math
CJ ELE Criminal Justice PE ELE Physical Education
CS ELE, Computer Science PY ELE Psychology
FS ELE Fire Science SI ELE Science
GN ELE General SS ELE Social Science
HE ELE Health TD ELE Tech. Drafting
HS ELE History \T ELE Visual Tech. .

2. If electives are entered, the semester hour must not be
greater than nine (9) for each elective.

3. Duplicate electives are acceptable. No other duplicate
catalog number for a given!transfer college will be accepted.

or(4

34

4,



o
?' ,.:t LL, ,L E- \., A L uArloN OF TRANSFER COURSES

'11215.

..1

PAGE, OF
77 78

,

UF FICE1 CF THE CAMPUS REGISTRAR

1

NAME _or

..' C C' =-:RIcLLUM

1

Y-E.

COL. ATTENDED .

CODECODE FROM .4 IC) I COLLEGE ATTENDED ,

Id 19 22 23 26 27 50 : '80

1 1111111111111111111111 0

,

!

MONTGOMERY COLLEGE

, ..,r,.

..-3ER COUPSE TI ILEt.

1 SEM i

FIRS TYPE
COLL
CODE

CATALOG
NUMOER

SEM

. HRS GRADE CLIP CODE
,

1 it 18 --I-124 25 26 27 28 29 80

40 f
i

N,

1 )
r

----
1 1

r .

1

1

_X' 1

1

1 1

--f-L

1 1

F
1 1

I
.

1 1

r--- -4--
;

i
1 1

I: COLL
TYPE ', CODE

SEM

HRS CODE

1 I

t

f8 75-76 80

1 TOTAL TRANSFER HOURS FOR THIS COLLEGE
4

1

DATE CAMPUS REGISTRAR

;-i'denr Yellow Copy Data Systems Pink Copy Student Folder

35

" ')7-3 '11 25 74. 5M



2. Correction of Tranfer Courses

After students have been given credit for courses taken at another
institution Evaluation of Transfer Credit), it may be necessary
to change, delete or add more courses accepted for the college which
was previously entered on the Evaluation of Transfer Course Form. This

may be accomplished through the use of the'Correction of Transfer
Courses Form. Before filling out the form, be sure you have the

students Permanent Record Card. Enter the students I.D. Number and
name from the P.R. Card. This will significantly decrease the pot-

, sibility of changing the wrong students record.

a. Transfer College Information: This area is used for changing

the transfer college name or deleting the college. When the
transfer college is requested for deletion, all the corresponding
courses are deleted from the record at the same time. If for
some reason, the year attended was incorrect, you must file a
deletion of this college via this form and file an 'Evaluation
of Transfer Courses' form to add the college and courses back
fur the corrected years attended.

1. Type - Enter '2' for change, '3' for delete

2. College, Code - Enter the college code from the Permanent
Record Card ( it is printed on left side of the transfer
college name).

4.

3. Attended - 'To' column must be filled. Use the years

attended printed on the P.R. Card. 'From' column may

be blank.

4.

111111r1

llege Attended - If you are changing the college name,
enter the new name here. Abbreviate the name if it exceeds
he maximum characters allowed in the system (24 characters).
If you are deleting the college, it is not required to fill
in the college name. However, for your own reference purpose,
it is better to fill in the name.,

5. Code - '0' code is preprikted for Data 'Systems use.

b. Transfer Course Information:.

1. Type - Enter '1' for add, '2' for change, '5' for delete

2. College Code - Enter the college code from P.R. Card for
the college you are correcting, ,

3. Course Title - This field is not a required field by Data
Systems. You may use this area to enter transfer college
and title for reference purposes.

4. Catalog Number - MC Catalog Number.
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S. Sam. Hrs. - See 'Sem Hrs' instruction for
' Evaluation

of Transfer Courses''form.

6. Grade - See 'Grade' instruction for 'Evaluation of Transfer
Courses' form.

7. After all transactions are entered on the form, make the
corrections on the P.R. Card. Add up the total number
of semester hoprs now on the P.R. Card and enter that total
in TOTAL TRANSFER HOURS FOR THIS STUDENT. This total must
include ALL transfer courses. The computer program is
verifying these hours against the total hours in record after
updating and if they are not alike, all transactions on this
form will be rejected.
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,xliery College CORRECTION OF TRANSFER COURSES Page of

(77-78)

D. NUMBER (1-10) %--VIAME

Use this area to change (Type 2) a college name or to remove (Type 3) a college -

name and all corresponding courses ONLY.

TYPE
COLL !ATTENDED
°ODE i

1FROM i TO
COLLEGE ATTENDED

CAR

17 13 19-22 23-26 27-50 ED

Use this area to, change (Type 2) a transfer course grade or to remove (Type 31

specific transfer courses.

'COLL.'
TYPE

CODE I

17 13

COURSE TITLE
T CATALOG SEMMRADE I OO

CLEF
NUMBER 4

19-24 425-26 27-28 29'

t

gon

1

1

1

1

1

1

1

1

11

1

COLL 1
:PE

CODE

7 18

CODE

175 80

MEW TOTAL TRANSFER HOURS FOR THIS STUDET,M2

DATE CAMPUS
38.

1

REGISTRAE

11/74



race History. -orrec:Ions

r
f:rm :s _sec to correct courses, grades or repeat flags for

the co_rses _a en at Y.C. However, since the firs: supple=ental
zrade involvF!s a :arge vol=e of transactions, Data
izys.tems wIll a._cept the ',.fficial Final ,:rade Report as the

correct:_ - for=. The 2nc and 3rd supD:e=ental grades are s-..'
req_irec to 7A. ir-on this form.

-ol; __r--'s for the 3: week:_ procesling 7
IA: are as fol:ows

a. s;1=5er - t_cents S:cia: Sevuri.:y N__mber. :f room follows,
s-__oent's :as: -ame ma be entered fc,r your reference. .=-equired

lor

s# 71:Pe .. - Enter for adi a cz_:rse,
c-ag grace :r reoera: _pd_, for -;e:e:e ,r'equired

s;_mcer - Nzracer. of -- C"S-.2e:

Ec_._rez fzr a:: er:ries. cam:_s :ne

:a:a:pg _oer. vaster Course Fi:e contains :he semes:ers
ard -sears in whic- c-c_rses are co-siderec ac:ive. ":"re :atalog

Eemes:er and Year w...11 DE compined and chec..e: for validity
agains: "_aster 2:_rse File. :f no ma:ch can be fo_Ind. it

will ce :rea:Ed as an f you are as to the semester
and ,:ear which a :_ -'SE has loee- c"e-e,, cons.._. ycr !-ias:er

File lis:1-z.

.emes:er - -.ours of c: _ :se to :e change: or
celetez Fec_red fcr all en:ries.

e. Semester - Serzes:er of cc._:se to to acdec, changed cr de:E:ed.
51"":"ER, EF-F:!--;G?. Require: for a:: En:ries.

lea: course to 5e adoed, changed or deleted.
Yea: Fe;_ired for al: entries.

:rade for a:1 addes and changes. 7a:id grades are A,
Nc _missing grade is acceo:ed.

7.epea: - C.Pde. 7_..ter an T for a re:ea:ed course not
be Inc:_ded in .::...:=u1ative : -all :. Point Average. _..ter a

for a rereatec course to be included in Lzmu:ative
P:I7: Average. 7: remove _ne repeat cc-de from a course, enter
a de:e:ing a reoeated course latest course taken ,

ah en:. =us: De zace for :he cc-_:se that was re:ea:ed pric:

taken removing the repeated course noza:Ion. However, according
to academic regu:ations, a:1 courses repeated after Fal:, :9":
are a_tocatically treated as repeated courses. The progra= wi::
create :ne repeat c.Pce au:pm-a:Loa:1y and _n theses cases, the 'N'
w1:1 5e ignored.
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:Id Grade - Olr! Grade field is to be used when changing a grade
in a course where more than one course with the same catalog
-giber exists in the same year and semester or when deleting a
course. Valid only for change or delete. Whenever grades are
changed, Old, Grade field will be checked first. If this

ccn:ains a grade, the computer will then go to the exact
semester, year, course and grade to be changed and correct it
.ith the'contents of the Grade Field. If this field does not

to n a, grade, the computer will then go to the specified
_le'__ semester, year and catalog number. If identical courses
exists _n the specified semester and year, the computer will not,

e tie grade 'change. You will be notified of the duplication
of co-rses. :f':no, duplicated courses exist, the grade will be
corrected with Cr:e contents of the Grade field. When deleting

re7,eated course (latest course taken), an entry must be made
for the course :1"-fat was repeated (prior course taken) removing
the recreated course notation.

:,vg. - New Cumulative Quality Point Average. After all
tra-sacticns are processed for an individual student, a pew ,

:urre-: Semester and Cumulative Quality Point Average may be
coTp.,zed by hand and entered here. The computer generated
Cumulative Average will be checked with the Registrar's Cumulative
Aeraze. :f a variance occurs, the transactions will not be
posted to the student's record. If no cumulative average is
supplied, no4kariance check will be made. If more than one entry
'add, change, delete) is made for one student, the New Cum. Avg.
need only be entered once. This is used for control purposes
tP insure that the correct data is processed.

New Ern. Hrs. - New Earned Hours. While generating a new Quality
Point Average, the computer will also generate a new Total Earned
Hours. The computer generated Total Earned Hours will be checked
with the Registrar's Total Earned Hours. If a variance occurs,
the transactions will not be posted to the student's record. If

no total earned hours is supplied, no variance check will be male.
more than one entry is made for one student, this field need

only be entered once (with any entry).

Enter page number on the top of the form, Fill in the date,
campus and sign your name down at the bottom.

:t should be noted that the entry of the New Cumulative and New Earned
Hours are optional to the Records Office. If these fields are not entered,
:here will no longer exist a capability to check Sor erroneously entered
:.D. Numbers. Data Systems cannot, therefore, bi responsible for erroneous
posting of Grade History Changes.
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4. Supplemental Grades

At the end of each semester, Official Final Grade Reports are printed
for all courses that have been offered. These reports are printed in
two separate sequences:

1. Instructor Name
2.1 Course Number

The Instructor Name Reports are two-part forms (white and pink). The
white report is signed by the instructor and returned. The Course
Number Reports are one-part forms (green). These reports stay in the
Records Office.

Approximately thirty (30) days from the end of each semest9., supplemental
grade reports are printed for those students who have madeup Incom-
plete Grades or have had a grade change for one reason or another:
The Records Office will send these grade corrections and only the shed
with corrections to Data Systems on the green Final Grade Reports.
All grade changes must be entered in the column next to the 'GRADE'
column. Please use red ink for grade changes.

The Grade History File does, not carry the section number of the course
in which the student was enrolled. If a student was given an 'F' in
EN101, Section 5 and is now given a 'B' in EN101, Section 1, the only
change required is the grade change from 'F' to 'B'.

Two more supplemental grade runs will be made,at intervals of thirty
(30) days each. All grade changes after the initial supplemented run
must be entered on Grade History Correction Forms. These forms must
be marked "Supplemental Grades",for separate processing since the
Advisor Report and Grade Mailers must also be printed.
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5. Credit by Examination

Starting at the end of the Fall 1972 semester, Data Systems will
receive from the Registrar's Office, on each campus, Application
for Credit by Examination forms. As these forms are received, they
are to be processed through the Grade History System. Permanent
Record Cards and Grade Mailers will be printed and returned to the
respe e campus.

The data input forms will be the Grade History Correction forms.
The following fields will be coded:

I.D. Number = 2-10
Type (1) = 17
Catalog Number = 18-25
Semester Hours = 26
Semester = 27-32
Year = 33-34
Grade (A,B,C or P) = 36

Type of Exam = 37 ("7" if A,B or C, ".4-u if P)
Page & Batch = 77-79
Card Code (2) = 80

These forms may be processed with normal Grade History updates.

Credit by Examination Courese may be deleted from the Grade History
File by punching a,three (3) in the type field, and processing the
transaction with normal Grade History updates.
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.
, --,

MONTGOMERY COLLEGE 1 APPUCATION FOR CREDIT BY EXAMINATION
.. --,s- S-_,DENT F __.5 OL," F RST TWO LINES ONLY REASONS FOR DISAPPROVAL WILL BE PLACED ,,NDER REMARKS

1NsTRQCTCR NDTES JNDEP REMARKS PROPOSED TIME DATE, AND PLACE OF ExANirNATION
-ISE BA POIN- PEN

S SCC,AL SEc,;RITy sumBEP 5%:EN'T 5 NAME

I i 1

_AST

I I I I

FIRST

:A-A...iG NUMBER

I,

COURSE Tr-LE

Ot

I

CRED T
HOURS

NS- Pte; -OR's APPROVAL DATE DEPARTMENT CHAIRMAN'S APPROVAL. DATE

.

..E1.1A-z,S

V

CAS,..'ER 'FEE RAIDI

CASH RECEIPT NUMBER

SECTION BELOVIWILL BE COMPLETED AFTER EXAMINATION
STUDENT'S SIGNATURE
SIGN IN PRESENCE OF
INSTRUCTOR)

-----N,

INSTRUCTOR'S SIGNATURE

,

GRADE

.

,r.

SIG*TURE OF REGISTRAR/
DIRECTOR 01C2ADMISSIONS
AND RECORDS ,

DISTRIBUTION WHITE, CASHIER. GOLD, DATA SYSTEMS, PINK, STUDENT, BLUE, INSTRUCTOR, YELLOW, STUDENT'S FILE
.0 wORme 2.8 ,e/15/721

C.
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I

2

a

6. Course Waiver/Substitution or Exemption

This form to be used to record, Course Waiver/Substitution or
Exemptions f required courses in a student's curriculum. Courses
may be Waived/Substituted when a student changes curriculums. -
Courses may be Exempted when a student reaches a specified age or
returns from military service. This data may be added to the
student's file or deleted from the student's file. It may not be
changed on the student's file. Before filling out the form, be sure
yu have the student Permanent Record Card. Enter,the student's
I1D. Number, name and curriculum from the P. R. Card. This will
significantly decrease the possibility of changing the wrong students
record.

a. Type - Enter "1" for add or "3" for delete,

b. Catalog Number - The Catalog number of the course to be Waived
or Exempted. It will be checked against the Master Course Disk
File for validity.

c. Course. Title - Enter the title for your awn information.

d. Semester Hours - The Semester Hours of the course to beWaived
or Exempted.

e. Course Title - Entet the title for your own information.

f. Semester Hours - The Semester Hours of the course to be sub-
stituted.

g. -6114 - Enter "3" for Waiver/Substitution, or "4" for Exemption.

h. Date - Enter the semester and year in which you are entering this
transaction. This is most important in case you need to return
and delete this transaction.
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1. Retroactive Graduate/Complete Withdrawal

This form is used to add graduation or withdrawal records to the
student's Grade History record. Before filling out the form, be sure
you have the student's Permanent Record Card. Enter the I.D, Number
and Name from the P.R. Card. This will significantly decrease the
possibility of changing the wrong student's record.

a. Type - Enter "1" for add, "2" for change, "3" for delete.

b. Effective Date - Enter the Month, Day and Year (MM/DD/YY) of t4,
effective date of the graduation or withdrawal.

c. Withdrawal Code - Enter "A" for academic, "V" for voluntary if
withdrawal; otherwise leave blank.

d. Degree Code - Enter "A" for Associate of Arts, "C" for Certificate
if graduate; otherwise leave blank.

e. Semester and Year - Enter the semester (Spring, Summer or'Fa11) and
year of the graduation or withdrawal.

4 f. Certificate Title - Enter the title of the certificate program or the
code number of the curriculum. .\

Child Care Aide
Computer Operator
Corrections
Dental Assisting
Fire Science
Instructional Aide
Medical Assistant
Secretarial

g. Code - Enter "6" for graduate, ':7" for withdrawal.
t4-

In the past, Data Systems has prepared listings of students who have
withdrawn during the first few weeks of lasses and students wild are

tentative graduates for verification by the Records Office. These
listings may be used asfinput forms replacing the Graduate/Withdrawal
forms.
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secord of Transcript Sent

The form is, used, to record the fact,that a student has requested and
received his free transcript of credit. When the transcript is sent
out, A notation is made on the Permanent Record Card and-an entry is
mad on the-Reeord of Transcript Sent form. A code letter "X" will be
prir'ed in the upper right hand corner of the Permanent Record Card for
each student who has been noted as receiving a transcript. The code
will be printed each time a Permanent Record Card is generated.

a. I.D. Number and Name - Enter the students I.D. Number and Name from
the Permanent Record Card.

b. Date Enter the Month, Day and Year (MM/DD/YY) on which the tran-i.
script was sent.
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Montgomery College RECORD OF TRANSCRIPTS SENT Page of

I. NUMBEe NAME t FIELD ! CODE ENTRIES i DATE CODE

1 - 10 11 - 19 20 - 21 22 72

I _ _
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B. Processilg Schedule

)ue to the wide variety of transactions processed by the system, the
Grade Ristory file will be updated weekly. The records office should
contr& the flow of transactions as follows:

Course Waiver/Substitution and Course Exemption Forms will be
submitted ore week

All other forms will be submitted 'the following week.

Processing should be separated since Waiver/Substitution and Exemption!;
Forms do not require new Permanent Record Cards and Grade Mailerss,

The Curriculum File and the Master Coarse File will be updated whenever
required (usually once each semester and at the beginning of the academic
year).

1. Weekly

a. All Grade History, input received by°3 00 P.M on Monday will
be scheduled forprocessing that week.

b. All keypunchins for dttta received by 3:b0 P M on Monday will
be completed b_:: 4:00 P.M. Wedresd'ay.

c. First computer-check of Grade history'-, input (edit update) will
be scheduled for Wednesday night processing.

d. Data Systems control-clerk checks and corrects errors if
possible on Thursday'and re-runs edit update.

e. Actual update process is scheduled for Thursday night proces-
sing. .This will produce error list, P.R. Cards and Grade
Mailers.

f. Reports are distributed Friday morning.

2.' End of Semester

nd of semester processing will usually be restricted to final
rades. TI-It exception to this will'be in the spring semester

iihen'Groteuate data forms must be processed along with final
des, final grade process will usually take ten (10)

days -.%thc_day tha the final grade forms are delivered to
Data;Systes.

Sup4emental Gtade Processing runs will be scheduled thirty (30)
and sixty (601 days after the end of eaEh semester. These runs
will be,independent of normal weekly processing.

I \.\\
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F,_E i.a.-tenarte
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7-, vas:,r v le cor:al-s :-formatIch for all ::urses t-at
ffEre-: a: von:gpmery College sInce Fall. 7he

f77 :rate -_cal - races, Re2:s:ra:_or. ..r co

a-: 7a: _7: 1:a: or:cesslh2 :s _moortar: :ha: :*-Is oe as

,o-::-:e:e as cossIble. :_le malr:Eharce s_tuatIons
2 L-r _ er reg:strat::-: new cy_rses

:-,7,e :*-s-.2e5 :7 ...-er :retai l for Facu:::
:re:::. cor:act I*7 cc...I.:a:eh: hours C^an2es

77 :e v_as:er Tr.:se :ard _s :urn

ra:e 2-7

2

rec-r:s

:e ,1:E

71, va.-,- rze :Er.< e:t Tata.r2 N.I.mter 7he
-7=7

7,i71

NumoEr
arc Year

Sees:er arc Year
To..rse 1:e

De:arttents

e Hr_rs
Las: Semester :ffered
Prev:rus :a:alcz

Nev N=oe:
::de

Normal :.X.7ite ::ntac:. Equ:valent and :red:: DIvls_on.Hcs.rs.
At'

sow

Sac ca:al:g umber may have one :r rw adc..tlonal car:_ code : and
c,..ce 3 . whIcr w111 con:aih the t-oht-c:. .nd 21%_-
IC7 Fccrs 127 :he .ilfferen: ways in wh:ch :he course :s offered

21scuss:oh Credit
Lecture :red::
D:scuss:on & Lecture Credit
Lecture & Lab Cred:t
lecture No Credit
Lab No Cred ::

Discussion No Credit
Lao & Discuss:oh/No Tredit

;411enever possible, Data S ems should be notified when a new course .

is approved. (hen this not possible, an error wil occur when
building the semester schedule file. In this event, thitcampus
records office must be notified. They will be able to s.:pply the

\data necessary to prepare a Code : card. Data for the d!fferent
hours (contact, equivalent and credlt division must come from the
campus academic deans office.
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4

he Eezinnine, Ending, and Last Semester Offered semester and year must
be coded as follows:

SImmer = 0
Fa:: =

Spring = 5.

7-he coces fcr the :97=-75 academic year would be as follows:

S,mrcer = --3

a::

tprinz = --5.

A co,_rse that was opened in the fall/of 1970 and is still open would
r.e cosec as :To:Lows

:ffered Fr= -

a: are c=entl.i open %.7.1. have an Offered To semester

arc year cf 9;!..

-f _Er cocinz :he Cata:oz Number, Description and Starting and Ending
-..ear and gamester, assign the appropriate Department Code. This can

:e done :y determtntnil the appropriate department (Math, English,
etc.' and chec<inz :he department name against the "SDP" Table File.

_n it fi:E will nave :he corresponding department number.

The Occ....oationa: Code wil: be assigned by InAllitutional Research.

Oon:act t-. the appropriate code (Transfer = 1, Career = 2).

When a :a;e number of changes must be made, they may be made directly
-n :he Master Course Listing. Individual changes may be coded'on

Do..rse Correction Forms and sent to Data Systems.
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MONTGOMERY COLLEGE

=2:1ANDUM

TO: Data Systems

FROM:

SUBJECT: Master Course Disk File Maintenance

Please ADD
CHANGE
DELETE

the following course

DATE:

rGatalog
INumbPr

Year/Semester Year/Semester
Avail. Frc,m Avail. To Course Title (24 Char.)

I

2-7 8-9 10 11-12 13
i

14-37
.

i

kook. 1 T.P.

Dept: I Dept.
Course

Credit
State I Old Catalog
Credit 1 Number

New Catalog
Number

REGIS

Code.
Occup.

Code
h-7--

3-39
1

40-41 46-48 49-51 53-58 60-65 66-69 70

1

I

Type of Course Offering 1

Code
Contact
Hours

qu va ent
Hours

re. t I vie on
Hours

Total Combined Offerings 1 0
1

Discussion/Grade 1

Lecture/Grade 1 2

tr

Dist. & Lect./Grade 3

Lecture & Lab/Grade
I--

4

Lecture/No Grade
f 5

Tab /No Grade 6 ,

Discussion/No Grade 0 . 7

Lab & Disc./No Grade B 'h

All requests MUST have the Catalog Number, Dates Available and Course Title fields
filled )p.

'Then entering Contact Hours, Equivalent Hours, and Credit Division Hours, the sum
of codes 1 through 8 must equal code 0. If the course has no special offering
(coda 1 through 8), enter the hours following code Q.

02/75
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. Curr::.u11:114isk File Ma,,i.ntenapce

Each year a new Mohl,,;(3 ery College Catalog is printed.. This catalog
Is the official college document listing all curriculuMs anA courses
offered at the college for the specified academic Year. Data files
'ised by Admission, Registration and Final Grade Procedures must
.elect the current curriculums and active courses. These files

are the CUrriculum Table File (Admissions), Master iCourse Disk File
(Registration and Final Grades) and the Curriculum Disk File (Final
Grades). This procedure will deal with the correction and mainten-
ance of the Curriculum Disk File.

When the newly published copy cf the catalog is received, match the
curriculum title for each curriculum listed on the Curriculum Table
File (GU031 Printout) against the catalog curriculums. Write the
curriculum number found on the Curriculum Table File printout next to
the curriculum title in the catalog. When finished, check back
through the catalog for curriculums without numbers. These are new
curriculums. Assign a number and identifiable abbreviation to the
new curriculum and add them onto the Curriculum Table File. Keep
note of these new curriculums, as they must be edited closely when
added to the Curriculum Disk File.

After checking for new curriculums, a check must be made of all
existing curriculums for additions or deletions of courses within
each curriculum. Using the "Dump of Curriculum Check-out Disk"
listing, find the matching curriculum code-artumber and begin to
check each course. The courses are listed as closely as possibly
to the sequence found in the catalog (alphabetic within semester).
In some instances, electives were added together to save space when
printing the "Course Remaining" area of the Final Grade Reports.

The course by course check must be done very carefully. Each catalog
number and semester hour must be checked against each other. If

d course has been deleted froefra curriculum, draw a line through
the catalog number and semester hour on the computer listing. If a
course has been added to a curriculum, add the catalog number and
semester hour onto the computer listing. Check the Master Course
Disk File to make sure that the new course and hours are valid.
If they are not, contact the appropriate campus registrar or records
office. If the catalog numbers are the same, but the semester hours
have been changed, check the Master Course Disk File again. If
the hours in the new catalog are not valid, contact the appropriate
campus registrar or records office.

As you check through the curriculums, you will see that options are
available to the students in selecting which courses they wish to
attend. A student may select one of two or two of three or a specified
number of hours in a given area (Humanities, Science, Sofial Science,
or Language). These options are handled in the Curriculhm File and
should be coded as they are found in the catalog. Using the Cartography
Curriculum (Transfer) as an example, we will find a variety of. options



111
available to the student. The options ofAS101 or GL101 will be coded as
follows:

AS101
GL101

4 0 (or)

4

The grouping of electives, at tle bottom of each semester, will be combined
and coded as follows:

HUELE 6 0 (or)

SSELE 6 0 (or)

LGELE 6 0 (or)

STELE 8

Refer to the Grade History Elective Abbreviations for the proper codes.
The option of selectingGE101 or GE102 and GE201 as the first ,option
or selecting GE161 and G81-.62 as the second option will be coded as follows:

GE101 3 A (and)

GE201 3 0 For)

GE102 3 A (and)

GE201 3 0 (or)

GE161 3 A (and)
GE162 3

The three Physical Education el Ives (PE 10 to 55) will be combined and

coded as follows:

PEELE 3

After checking and coding a curriculum, add up the minimum semester hours
required and compare the total with the total hours printed at the top of
the computer listing. If they do not agree, change the lacTurs on the top of

the listing to agree with the total from the catalog. After all curriculums

have been checked and corrected, return the listing to Data Systems. The

Curriculum Disk Card File will be changed to agree with the corrected listing
and a new Curriculum Disk File will be cunted. A new "Dump of Curriculum
Check-out Disk" listing will be printed and saved for any questions that may
arise concerning the contents of the Curriculum Disk File.

The new Curriculum Disk File must be ready for Fall final grades of each
academic year.

A
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GRADE HISTORY ELECTIVE ABBREVIATIONS

ACELE Accc,Inting

ARELE Art

3IELE 31ol0i:.y

4

CHELE Cheistry

C:T.-TE Crl-,inc1 just:ce
J

CSELE Cor-puter Science

FSELE Fire Sclence

"-";ELE Genera_

H7.717 Health

.,is,7TE History

HUELE Humanities

:.GELS Language

LIELE Literature

vAELE Math

ML7ELE Music

PEELS Physical Education

PYELE Psychology

SIELE Science

SSELE Social Science

TCELE
1

Technical

TDELE Technical Drafting

TYELE ' Typewriting

VTELE Visual Technology



D. Error Messages and Correction Procedure

Grade History Transaction Edit - SG007

_

Any errors found while editing Grade
History Update records will be

noted on the printer. The records printed will have no effect on
the Grade History tape. They are not processed.

SG007-Transaction Error Messages

Whenever an error is found in a data field,
aserisks will be printed under the field in
error and the transaction will not be processed.
Check the write-up for the transaction to deter-
mine the proper contents of the field.

N," RECORD ON TAPE I.D. Number Change. The old I.D. Number (1-10)
has not been found on the Grade History Tape.
The I.D. Number 4.ay be incorrect, the change
may have already been made or the student may
not have any data on the file. Search the
Grade History Tape (SG009) using the New I.D.
Number to see if the change has already

TRAILER=SPACES This is an I.D. Number change system error.
Notify the analyst immediately.

2. Grade H!stcry Update SC008

Any inconsistancies found whLie processing Grade History Update
Records will be noted on the printer. The records printed will
nave no effect on the Grade History tape. They are not processed.
The only exceptions are the "POSSIBLE DUPLICATE SUMMARY" messages.
The data c.znta:ned in the Advanced Standing Summary transaction
:s held for the summary check.

Sc-008 - Transaction Error Messages

RECORD CODE ERROR Record codes are 0, 1, 2, 3, 5, 6, 7 & 9

TYPE CODE INVALID Type codes are 1 (ADD), 2 (CHANGE), 3 (DELETE),
& 5 (SUMMARY)

NO MASTER RECORD Attempted to add with no Grade History record
and no Applifation Recofd.

NO `CASTER 2-3 Attempted to change or delete with no Grade
History record and no Application Record.

DUPLICATE ADD Code 0 - Year and Semester match on file.

DUPLICATE ADD Code 1 - Year, Semester and Catalog match on
file (excluding "ELE").

0
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DCPLICAFE SDD

t

DUPLioATL ADD

I

Code 3 - Year, Semester and Catalog match on file.

Code 4 Year, Semester and Catalog match on file.
it

°"CA1E'\D'' Code 5 - Year, Semester, Catalog and message match
on file.

DUPLD %I. 2nD\ CcIde 6 Year, Semester, Catalog and Record code
match on file.

Di 711.ATE ADD Code 7 Year, Semester, Catalog and Record code
match 'on file.

l'OtZD CHANGE

':fAICHED (.:1AN(

Code 0 - No match on Year, Semester, and Year
Attended College.

Code 1 No match on,: ear,. Semester, and Catalog.

YT.2..,CHED CHANGE

UNMXICHED CHANGE

Code Z

Code 3

Code 4 -

No match on Year,

No match on Year,

invalid Condition

SemLste,r, and Catalog.

Semester and Catalog.

".AECHED CHANCE Code 5 Invalid Condition

"_`MATCHED CHANGE Code 6 No match on Year, Semester and Catalog.

UN-MATCHED CHANGE Code 7 No match on Year, Semester and Catalog.

'_`MATCHED DELETE Code 0 - No match on Year,
2.ttended College.

Semester and Year

C';'!ATCHED DELETE Code 1 No match on Year, Semester and Catalog.

:'N.ATCHED DELETE Code 2 - No match on Year, Semester and Catalog.

YNMATCHED DELETE Code 3 - No match on Year, Semester and Catalog.

UN -MATCHED DELETE Code 4 - No match on Year, Semester and Catalog.

I'NMATCHED DELEIE Code 5 - No match on Year, Semester and Catalog.

UNMATCHED DELETE Code 6 - No match on Year, Semester and Catalog.

''`'LATCHED DELETE Code 7 No match on Year, Semester and Catalog.

1

DELETE-BAD iRADE
MATCH Code 2 No match on Year, Semester, Catalog- and

Grade.



type 4 card or the New Advanced Standings Hours
from the type 5 card. The contents of the record
after the transactions were processed is printelk
but the record is written out as it was before
the transactils.

3. Report Extract - SG005

Any errors found while generating Grade History reports (P.R. Cards,
Grade Mailers or Advisor Reports) will be noted on the printer.
Records that are noted as errors may not be processed depending upon
the type of error.

SG005 - Transaction Error Messages

INVALID CURRICULUM
CODE The ,corriculum code in the Application File record

contains blanks, zeros or alphabetic data. This
record will continue to be processed but an error
will also be noted in SG010.

INVALID COUNSELOR
CODE The Counselor (Coordinator) Code in the Application

File record contains blanks or zeros. This record
will continue to be processed Int the Counseldr
Field will contain spaces.

INVALID ADVISOR
CODE The Advisor code in the Application File record

was not numeric or did not find a match in the
Advisor TP.ble. This record will continue to be
processed but wiJ1 not apzear oh the Advisor
Report.

NO HISTORY
RECORD This error may only occur' when running the:HALL"

or "Current Semester" option. An Application File
recordahas no matching Grade History record. This
is notWnecessarily an error condition when running
the "ALL" option, since some applicants do not
attend and generate Grade History records/ It is
definitely an error condition when running the
"Current Semester" option, since all current
studenis must have a Grade History record. No

report is generated for this record. Check for
errors in previods jobs or I.D. Number changes.

NO MASTER RECORD This error may only occur when running the "Data
Processed" option. A Grade History record has no
matchingA0plication File record. No report is
generatdd for this record. Check for I.D. Number
changes or Graduate removal.
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eport Print SCOA

Any errors found while printing the Grade History reports will benoted on the printer. Records that are noted as errors may nbt
be printed depending upon the type of error.

;c010 - Transaction Error Messages

L.ALID Nlip No Curriculum Disk record could be found that
CULUX. CODE matched the Curriculum Code in the Grade History

record.- The Curriculum Checkout arga of the report
will contain blanks.

LINE COUNT ERROR This is a program malfunction. The record was not
printed. Notify the analyst immediately.

COURSE EXCEED 60 The maximum records that the Grade History system
will handle for any one student is sixty (60). If
this number is exceeded, the records office must
prepare a P.R. Card by hand containing the earliest
courses and remove those courses from the Grade
History record. A notation record must be entered
into the Grade History record noting a "Supplemental"
record maintained by the records office. This
record was not printed.

_N



Systems Controls

Ihe'controls which ensure proper processing and_storage of Grade History
data are both manual and computer initiated. These controls fall into
two basic groups, what the Records Office shotaild do and what Data Systems
sholld do to boph ensure accurate processing and protection of existing

(-Grade History data on Data Systems files.

1. Recordls Office Responsibilities

All forms that are submitted by the Records office must have page
numbers coded in the area designated (upper right hand corner). The
records office should maintain a log consisting of the number of
transaction batches sent to Data Systems, the date sent and the number
of pages in the batch.

Whenever possible, a new Cumulative Quality Point Average and T otal
Earned Hours should be computed wheentering corrections to a students
grade history record. With a pre-computed value to check against, the
control specialist will be able to easily identify the morn difficult
types of data preparation errors (I.D. number error or grade change

. . error).

Even though processing is done on a weekly ,schedule, Course Waiver/
Substitution or ExeMption forms should be batched and sent to Data
Systems every other week ONLY! These transactions do not generate
Permanent Record Cards. If.they can be processed'without other types
of transactions, considerable computer time and paper can be saved.

2. Data Systems Responsibilities

All Grade History input is received by the Data Systems Senior Clerk,
dated, and checked into the keypunching section. Upon completion of
keypunching, the batch is given to the control specialist for computer
scheduling.

Each batch is scheduled for an edit as soon as possible. The edit will
identify errors which must be corrected before the actual update can
be made. One or more edit runs may be made before the actual update.
The control specialist will make the appropriate entry on the Operations
Control Sheet when submitting a batch far computer processing.

In some instances, the control specialist may not be able to ientify
and correct an error. In these cases the error list will be returned
to the Records Office a'ong with the printout generated by the valid
transactions.

Data Systems will be responsible for any damage,d9pe to the data-files
due to erroneous computer prograNiing or machine malfunction: Programming.
errors will be corrected as rapidly as possibledependitlg upon th,111
seriousness of the error. Machine malfunctions resulting in an aid3rted

tb
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update or report printing will be rescheduled as soon as the machine
problem is solved. The current data file and the four previous data
files are -31ved as a security precaution. The second previous file is
scored in a iocatioh away., from the Data Center. ...Iv the event of a

Q:saster at the Data Center, no more than two weekorth o transactions
will have to he're-prolissed.

MONTGOMERY COLI.RGE DATA SYSTEMS OPERATIONS CONTROL SHEET

Procedure: GRADE HISTORY #1165

TO: COMPUTER OPERATOR

Special instructions to process this run.

Process only the steps checked by Data Control.

After steps Ilve been completed, initial "Completed".

RUN COMPLETED STEPS TO BE RUN

.
. Steps 1 5 (Edit)

.
.

Steps 1

Steps 1

Steps 1

- 5 (Update)

- 12 (Complete Run)

- 15 (Cormlete Run & Adv. Rpt.)

'.

Please return procedure and this Control Sheet
to Data Control.

List Jny prOblems separately on "Operations

Deficiency Report" sheet, and,'give it to
Supervisor.

Data Control Specialist

Date

LPSITY OF CALIF.

Lis kiatES
_ r

.1 r/ C17 5
1D'i

CLEARIV.;HOU':4;,,FOR

COLLE,GE
INFOre,IATION
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